State of California

DEPARTMENT OF WATER RESOURCES

California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER
0730-1139-004

SAP POSITION NUMBER MCR
50000673 1

Office Technician (Typing)

APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION

Vacant HRO/Selection Services

COLLECTIVE BARGAINING IDENTIFIER

Management Related BU: Rank and File BU:

01

Supervisory Related BU: Confidential Related BU:

RESPONSIBILITIES EXERCISED SUPERVISOR'S CLASSIFICATION

[ Supervisory [T] Lead Person

IMMEDIATE SUPERVISOR (Print)
Elaine Hall

Staff Services Manager Il

APPROVED BY (Personnel Analyst's Name) DATE

SCM

7/3/12

Percent of

Time Activity

Position Summary

Under the direction Chief of the HR Modernization, Selection, and Job Analysis, the incumbent
provides secretarial support for organizations within the Human Resources Office (HRO). The
incumbent serves as "lead person,” providing support, direction and guidance to other support
staff within the Office.

Essential Functions

This position requires that the incumbent work cooperatively with others and maintain consistent,
regular, and predictable attendance. The incumbent must exercise good judgement, work
independently, ensure confidentiality of assigned work, and use initiative in making decisions and
meeting deadlines. The specific essential functions are as follows:

50% As lead person, provides overall direction and guidance to clerical staff to ensure uniform and
professional clerical services. Must be an expert in Department procedures for clerical services,
and be familiar with the DWR organization. Maintains status of ongoing clerical assignments;
maintains mail control of incoming and outgoing correspondence; schedules meetings and
maintains the appointment calendars. Makes travel arrangements and prepares travel expense
claims; serves as lead Timekeeper, Training Coordinator and Purchasing Coordinator which
requires the ability to work within the SAP system. Serves as primary back up in maintaining HRO
web pages.

25% Prepares letters, memorandum, and other materials in response to incoming telephone and
correspondence regarding employment opportunities within the Department. Requires a good
overall knowledge of departmental organizations and operations, and specific working knowledge
of personnel policies and procedures, vacancies, exam schedules, and classifications used within
the Department. Provides backup assistance to HRO by maintaining on-going computer database
of disciplinary action statistics; logs and routes incoming corrective and disciplinary actions for
review.

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR'’S SIGNATURE DATE

>

SUPERVISOR'’S NAME (Print)
Elaine Hall

EMPLOYEE'S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE

RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE'S SIGNATURE

>

EMPLOYEE'S NAME (Print) DATE

Vacant
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Office Technician (Typing) 0730-1139-004 50000673 1
APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION
Vacant HRO/Selection Services
Pe_rl_?ﬁlrg of Activity
20% Screens telephone calls involving sensitive public contact. Answers questions from employees
and the general public on employment opportunities, staff benefits, and status of ongoing projects.
Provides general information or refers inquiries to appropriate staff regarding control agency rules
and regulations, and labor relations policy, etc.
5% Prepares notices and documentation required for the Fair Political Practices Commission (FPPC)

financial disclosure filings (Prop 9). Collects and distributes information required by FPPC for all
incoming and outgoing employees covered by these statutes. May be required to work with Legal
Office staff in implementing necessary changes to policies or procedures.
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	MRBU: Off
	Management Related: 
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	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 01
	responsibilites: Yes
	IMMEDIATE SUPERVISOR: Elaine Hall
	SUPERVISOR'S CLASS: Staff Services Manager II
	personnel analyst: SCM
	personnel date: 7/3/12
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	activity: Position Summary
Under the direction Chief of the HR Modernization, Selection, and Job Analysis, the incumbent provides secretarial support for organizations within the Human Resources Office (HRO).  The incumbent serves as "lead person," providing support, direction and guidance to other support staff within the Office. 

Essential Functions
This position requires that the incumbent work cooperatively with others and maintain consistent, regular, and predictable attendance.  The incumbent must exercise good judgement, work independently, ensure confidentiality of assigned work, and use initiative in making decisions and meeting deadlines.  The specific essential functions are as follows:

As lead person, provides overall direction and guidance to clerical staff to ensure uniform and professional clerical services.  Must be an expert in Department procedures for clerical services, and be familiar with the DWR organization.  Maintains status of ongoing clerical assignments; maintains mail control of incoming and outgoing correspondence; schedules meetings and maintains the appointment calendars.  Makes travel arrangements and prepares travel expense claims; serves as lead Timekeeper, Training Coordinator and Purchasing Coordinator which requires the ability to work within the SAP system.  Serves as primary back up in maintaining HRO web pages.

Prepares letters, memorandum, and other materials in response to incoming telephone and correspondence regarding employment opportunities within the Department.  Requires a good overall knowledge of departmental organizations and operations, and specific working knowledge of personnel policies and procedures, vacancies, exam schedules, and classifications used within the Department.  Provides backup assistance to HRO by maintaining on-going computer database of disciplinary action statistics; logs and routes incoming corrective and disciplinary actions for review.  
	classification: Office Technician (Typing)
	appointee: Vacant
	dwr position number: 0730-1139-004
	sap personnel no: 
	sap position number: 50000673
	division: HRO/Selection Services
	mcr: 1
	percent 2: 20%




5%
	activity2: Screens telephone calls involving sensitive public contact.  Answers questions from employees and the general public on employment opportunities, staff benefits, and status of ongoing projects.  Provides general information or refers inquiries to appropriate staff regarding control agency rules and regulations, and labor relations policy, etc.  

Prepares notices and documentation required for the Fair Political Practices Commission (FPPC) financial disclosure filings (Prop 9).  Collects and distributes information required by FPPC for all incoming and outgoing employees covered by these statutes.  May be required to work with Legal Office staff in implementing necessary changes to policies or procedures.
	supervisor name: Elaine Hall
	employee name: Vacant


